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* 

ADMINISTRATIVE SERVICES 
FACILITIES AND SUPPORT SERVICES ' , RECORDS MANAGEMENT AND CONTROL ,\ 

Application Number 
i .  
f 76-342 

4PPLICATION FOR 
AMENDMENT TO RECORDS RETENTION SCHEDULE 

Application Date: July 1987 NAGEMENT DIVISION USE 

Application No. Date Completed Date Received 

RecordSeriesTitle: 76-342 Emplo9er Del inquent Tax Person to Contact: Becky B u t l e r  
F i .  FA. F i l e s .  

Item number to be amended: 12 Telephone No. 656-3061 

fleadsasfollows: Cut o f f  f i l e s  a t  the  end o f  each 6 months, ' then t r a n s f e r  t o  l o c a l  
ho ld ing  area; 
ho ld  6.5 years, then destroy.  

h o l d  6 months then t r a n s f e r  t o  S ta te  Records Center; 

Amendedtoread: Cut o f f  f i l e s  a t  the  end o f  each 6 months;. then t r a n s f e r  t o  
Sta te  Records Center, ho ld  7 years, then destroy.  

Reason forchange: Change i n  amendment to  schedule i s  being requested due t o  l ack  o f  
space i n  l o c a l  ho ld ing  area. 

Date 7- / . -  87 _I 
Chief, Records Management and Control 

State AuditodDesignee: 

Secretary of State/Designee: 

Attorney GeneraVDesignee: 

DOL-143 (R-5/85) 
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APPLICATION FOR RECORDS RETENTION SCHEDULE 

___I__- 
_ - 

1935,? Present, 1 , E m p l o y e r t  Tax Fi.Fa. F i l e s  ___.. - - _ -  - _ _  
6. Division and Office Function , What is the function o f  the Division and the Office in which this record series IS created? t- 

OFFICE OF THE SECRETARY OF =ATE 
DtPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

Determines employers 1 i a b l e  f o r  unemployment taxes, c o l l e c t s  taxes and repor ts ;  pays 
unemployment- bene f i t s  according t o  Employment Secur i ty  Law. 

Establ ishes and c o n t r o l s  de l inquent  unemployment tax  f i l e s  a f t e r  t a x  f i . f a .  i s  issued; 
records and c lea rs  a l l  t a x  f i . fas.  when the delinquency i s  cleared. 

_-__ -__- - ~ - ---- --__1_1 

FOR AGENCY USE I 1. Agency Address 

Georgia Department o f  Labor- 
U. I .S. D i v i s i o n  - Delinquent Tax U n i t  

A t l an ta ,  Georgia 30334 

Application Date 

Application Number Room 72 - Sta te  Labor Bu i l d ing  
- 

--- __ - - - - .- ~-~~ 

- __ -1_1 

Description This file contains the following documents (include form numbers and tirles, if any): 
Attach samples of the file. 

Documentsrelatingto: ' Delinquent unemployment taxes which a re  unco l lec ted  and tax  f i  . fa. l i e n s  
have been issued. 

lndudedare: The tax  f i . fa .  and copy; statements o f  balance on the delinquency; r e l a t e d  
correspondence concerning c o l l e c t i o n  a c t i v i t y '  (Forms ESA-1515, ESA-1514, 
ESA-529-A, ESA-1522, ESA-117A).  

FOk RECORDS MANAGEMENT USE 
Application Number 

7 6 - 3 Y L  
Date Received Date Completed 

OCT 29 1976 1 &&$i 1 1976 -____ 

File isarranged: 

-Monthly Reference Rate 

Numerical, by ESA account number assigned=$o the employer accoynt. 
,_ .. -- . <  _ _  - _ _ _  ~ - -~___~___ 

How often are records referred to which are: 

- - Supervisor. __ De3-t __I Tax I U n i t  656-3067 P,Dodd 
3. Action Requeded 

- ~- ~ 

a. 
b. 
4 Estabiirn Retention Schedule; r e p d  will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

c. O_Aqnd_A4e!@tion No. -------- Checkone: 0 Change; 0 Supercede: 0 Void ____I 

4. Dates of Series 
Earliest Latest 

-- -p Records Series Title (followed by tide used in office; if different) 

One to six months old I-__-_- r; '%even to twelve months old ; Thirteen to twenty.four months old 
twenty-five months and older ._-._. ? 

* see. .a~~.ched~_~~~~..fQr.,sxplilnatinnl-l _ I I ~  

9. Annual R a h  of Accumulation of Remrds 
Letter-size drawers ,lL-; Legelsire drawers -.-; Shelves ; Other (spkify) - 

: r  t. . .  '\ '.;. ~ . .  . . .  ~. ' . '  
, -. \. 

. .  
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5%~ , i ~ -  J 10. ~ hucrtionnaire , (PI?? ~ ? _ ~ x ~ _ l n _ t ~ ~ p ~ p ~ i g ~ ~ j -  
.a. Is this the official copy of the series?. ~ . 

b. Does the series contain copfidential information 
x .  __  Emp!_oyment sec U L i W  

....... .... 

e. When one or two documents in the file 
wgmenfs bescheduled. tern 

.... . X l f ies.  anach_dbw,_~~-. -- 
- .  

-- 

.~ ~. 

11. Reention Rquirernents The following requires the series to be kept: 

yearl. ' -  + '1. Audit period 
.. I 

a. State Law 
b. Statute of limitation 
c. Federel law ~.~ 

Attach copy or exam of laws or regulations. Explain administrative need. The t a x  f ! . fa. record i n g ~  . i s  1 eg& 1' :. 

e. Administrative need 
f. Federal retention instru&i&s 

- L~.- i~ ~ ~ .. -years. 
-years. . . .  .. , .~ .. . .  

~. , ~~ ~ , :. 4 .  - '1 ~ and Val i d  for  7 hears from date o f  recording. 
...... I . . , . , , . I . .  
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. . .  . . . . . .  . .  psition Instructions. 

. 
This agency recorhmend;;hat ~I $e file series be cut.qff a t  the end of each: . . . . . . . .  r . ~  , j . . I  

. .  , .  ..a G!endaryear: 0 Fiscal Yesi; @ Other L 6  months --then', 
. . . . . . . . . .  

0 Hold in the current files area _ ~ ~ . _  month(s) ~ __ year(s); then 
[g Transfer to local holding area; hold 6 W n L k - s ) ;  then 

Transfer to State Records Center; hold 65~_-_-year(s); then 
Destroy. ' 

0 Transfer to State Archives for permanent retention. 
tl Other (Specify) 

.... . . .  . .  .. . . . .  . . . .  ~, . . ~ .  . . . ,. 
.. 

.~ ', . ~ , . .  . . . . . . .  . . . . . . .  - . . .  . . . .  - .  . . .  . . . . . . . . . . . . . . . .  . . -  , .  . .  

. .  
- .  

~ . I ,  . .  

. ,  

- .  - . -  . .-. . . -  . . . . . . . . .  ,. . . .  , .  , . ~. . . .  . .  
. ,  . .  

. _  . 
. . .  

. r . ?  

. . . . .  
. , .  I . I . ,  

. . . . .  8 ~. . .  ~. . 
~. 

. .  ~ 

~~ - I  ~ 

, ~~ . 
.. i- a ' ' -  ' 

. . .  
~. . . .  _ .  . 

. 1 

These instructions apply to a l l  prior and future accumulations of the series. 

graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 



Appl i c a t i o n  f o r  Recordd Retention Schedule 
Georgia Department o f  Labor ; 

U.1 .S. D i v i s i o n  - .De l inquent  Tax U T i t  
Room 72 - Sta te  Labor B u i l d i n g  , 

At lanta,  Georgia 30334 
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ATTACHMENT TO -ITEM - #8: 

Ac t i ve  f i l e s  a re  r e f e r r e d  to  d a i l y  as a c t i v i t y  occurs on the delinquency: 
the delinquency i s  "paid up" or becomes ' l unco l l ec t i b le l '  reference t o  the f i l e s  
a re  reduced. 

A "paid up" or ' l unco l l ec t i b le "  f i l e  may be reca l l ed  t o  a c t i v e  reference and 
a c t i v i t y  i f  needed, v e r i f y i n g  the r e t e n t i o n  requirements o f  the standard. 

When 
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